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EMPLOYMENT
OPPORTUNITY

BUILDING PERMIT INTAKE 
ANALYST – Posting No. 201223

Reporting to the Supervisor of Zoning and Plans 
Review, this full time position is responsible for 
the acceptance of building permit applications 
(screening support ing technical design 
documentation for completeness to ensure 
compliance with the Ontario Building Code and 
the Town of Halton Hills Building By-Law 
provisions, and determining common zoning 
and applicable law requirements). 

Responsibilities:
Respond to counter and telephone inquiries  • 

 regarding construction/building permits,  
 providing the public with all necessary  
 information required to complete the  
 application.

Screen technical permit documentation for  • 
 completeness regarding the OBC and Town  
 of Halton Hills By-law requirements.

Determine complete applications and the  • 
 OBC time frames.

Determine common zoning and Applicable  • 
 Laws requirements for each application.

Input data using the Amanda tracking system.• 
Perform plans examination of Pool Enclosure  • 

 applications.
Responsible for Registration of two-unit  • 

 houses.
Liaise with other departments, external  • 

 agencies, contractors, designers, architects,  
 engineers, builders and owners during  
 building permit process.

Provide support to plans examiners, building  • 
 engineers and other management staff for  
 reports and correspondence, as required.

Perform other job related duties as assigned.• 

Qualifications:
Three-year college diploma in an appropriate  • 

 technical discipline at the technologist level.
Minimum of four years of experience in a  • 

 related environment. 

Must be able to achieve full OBOA   • 
 designation as a CBCO.

Must have ability to pass examination  • 
 program and become registered with the  
 Ministry of Municipal Affairs and Housing.

Must have working knowledge of the Ontario  • 
 Building Code, building construction methods  
 & materials and must have ability to read and  
 interpret design drawings. 

Working knowledge of the Town of Halton  • 
 Hills Zoning By-Law and Applicable Laws and  
 familiarity with various governing agencies  
 having authority over properties throughout  
 the Town and their scope of authority will be  
 considered an asset.

Excellent communication, interpersonal skills,  • 
 conflict resolution, report writing,   
 documentation and record keeping, in  
 addition to a demonstrated ability to work  
 well under pressure. 

Working knowledge of the Amanda   • 
 Application System is an asset.

Salary:  The annual salary for this full time 
position is $55,804 – $66,434.

Qualified candidates may submit an application, 
with a cover letter, using ONE method of 
application only, by 4:30 p.m., August 15, 2012.  
Please quote Posting No. 201223 on your 
resume.

Human Resources
Town of Halton Hills
1 Halton Hills Drive
Halton Hills, ON, L7G 5G2 
Fax:  (905) 873-1431   
Email: humanresources@haltonhills.ca

Personal information is collected under the authority of the 
Municipal Act, 2001 (S.O. 2001, C.25) and will be used to 
select a candidate.  Questions regarding this collection 
should be directed to the Manager of Human Resources. 
We thank all candidates for their interest, however; only 
those individuals selected for an interview will be 
contacted.

AN EQUAL OPPORTUNITY EMPLOYER
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1 Halton Hills Dr., Halton Hills ON  L7G 5G2
Tel.: 905-873-2600     • Fax: 905-873-2347
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On Wednesday, Aug. 29 at the Gellert 
Community Centre, the Town will be rec-
ognizing more than 150 youth volunteers 
from the Recreation and Parks Department 
who have given more than 8,500 hours of 
volunteer service to children’s programs, 
events and committees this past year. 

The ceremony, which begins at 6:30 
p.m., includes the presentation of special 
recognition volunteer awards and will be 
followed by a reception featuring local mu-
sicians and refreshments. Visit www.hal-
tonhills.ca/volunteer for more information 
about the Recreation and Parks volunteer 
program and opportunities. 

• • •
The Rotary Club of Georgetown did 

an outstanding job in raising just over 
$142,000 for the  Universal Accessible Chil-
dren’s Playground at Dominion Gardens.  

• • • 
Congratulations to Fred Helson and Jon 

Hurst, who were awarded Queen’s Dia-
mond Jubilee Medals June 25, in recogni-
tion of their community service. 

• • •
Watch for the 2012/13 Fall and Winter 

Town Activity and Service Guide to be de-
livered Aug. 16. Guides will also be avail-
able at Town facilities and on the Town’s 
website at www.haltonhills.ca. Recreation 

& Parks’ fall and winter program registra-
tion starts Aug. 29. 

• • • 
Mark Oct. 13 for the second annual 

Mayor’s Masquerade Ball, at the Acton 
Town Hall. Play blackjack, be entertained 
by Acton’s own crooner, Monty Greig, or be 
wowed by magician Kyle Livingstone. For 
more information or to order tickets, call 
Nancy Surette at 905-873-2601 ext. 2340 or 
email: nancys@haltonhills.ca. All proceeds 
will be donated to the Stay At Home And 
Play campaign, supporting local arenas. 

• • • 
I’d like to thank the following employees 

for their many years of dedicated service to 
the Town: Jeannette Collier, Susan Wilson, 
Paul Stover, Jackie Kerr & Sue Page. 

• • • 
I can be reached by telephone at 905-

873-2601 ext. 2342, by email at mayor@
haltonhills.ca or you can read my blog at 
www.rickbonnette.blogspot.com.

—Rick Bonnette is the mayor
 of Halton Hills

Rick
Bonnette
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